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PROCESSING IRSTRUCTIOND:eevees

1. GERERAL

a. This regulation states the requirements and procedures applicadle to gen-
eral separation actions. This regulation governs the separation of Agency
sugloyees for all reasons except reduction in foree, enmtry into military
service, and separation based on adverse findings of & Security Hearing
Board . or the Esployment Review Bowxd.

b. The separstion actions included in this regulation have been grouped in
tve categories on the basis of the procedural regquirements to be accomplished
# by supervisory officials and the Office of Personnel. _

{1) The first group of sctions which are described in paragraph l below
ingludes those actions which are taken in response to requests by
employees end those which the Agency is required to take becsuse the
omployes concerned has lost eligibility for contimned employment.

{2) The second group of actions vhich are described in paragraph 5 below
inclules those actions which are initiated by Agency officials on the
basis of the employee's conduct or qualifications. Theyare distin-
guished from similar sctions deseridbed in paragraph 4 below primarily
iz that they require advance notice and imnvolve, ususlly but not in-
verisdbly, the right of the employee %o reply before they may be prop-
erly effected. ‘

2. AUTHORITIES AND RESPONSIBILITIES

a. Supervisors bear primary responsibility for determining the sdeguacy of the
performance and conduct of persomnel under their Jurisdiction and for initiat-
ing corrective action where necessary. While ultimate suthboriiy for teking
persommel actions rests gemerally with the Director of Persounel, this
fact does not relieve supervisory officials of their responsibility for

discipline and proper management of personnel.
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b. The Pirector of Persounel is responsible for rendering sivice and assist-
ance st all supervisory levels in thess problems and for revieving recom-
mended actions to emsure that they conform to regulatory snd procedursl
reguirements and are not unresscngdle, capricious, or arbitrary. Except
ss specifically provided elsevhere, the Director of Personnel or his
designee will take or omsend final sction to separste an employee.

3. SELECTION armmnm TIPE OF SEPARATION ACTION

Each of the actions described in this regulation has distinguishing character-
{gtics whieh materislly sffect the rights or interests of the Agency and the
Goverrment and of the employee. Sareful consideration must be given %0 any

actiocn to determine vhether such action could be construed as sdverse
and whether it will in fect promote the efficlency of the service. After pre-~
liminery determination that the facts snd circumstances in an individunl case
appear to warrant action, gelection will be made of the specific type of per-
sonnel action most apprapru;te to the individual cese.

k. mmmmmm*smmmwmmm
a. KESIGEATION

{1) Resignation is seperation at the employee’s request, either verbal S
or written. Whenever s resignstion im initiated because of security
or other than normel implicstions, the office concerned shall so
mmmwormlwamu “Eyes Only" memorsn-
&, &nmmsmnhemihblemlymmmtmof
Personnel or his designee.

{2) Cereful consideration shall be given %o the ressons offered by an
enplaoyes for his proposed resignation. Unless the employee is
ensvailable, he will be interviewed by his supervisar initially snd
the Office of Personnel subdsegquently to dstermine whether action in
asecxdiance with paregreph (a) or {b) below is sppropriste. In

{a) If the proposed resignaticn 1s the result of failure of a
potantially valusble employee 4o sAjust himself to & specific
work situation, appropriate action ghould be taken to lmprove
such sdjustment by in-service placement, coungelling, or other
SN -

{v) If ibe resson offered is 111 heaith, the employee's eligibility
for separstion because of disability should bde determined. If
skis sction is proper, the employee will be adviged that he may
#tthirev his resignation snd safeguard his interests through
separation ection dased on disability. ‘

-]
Approved For Release 20QWRSP7I-THE-NEP7E=84718A001800050053-1



25X1A

Approved For Release 2001/08/07 : CIA-RDP78-04718A001800050053-

C+OoN-2-1-D-E-N-2-T-4A-L

{3) When an individual contemplates voluntary separation from the Agency,

he should give one month's sdvance notice of this fact. However,
failure to furnish such notice will not affect the personnel action
imvolved in any way and, although it mey reflect unfavorsbly on the
individual's empioyment record, it is not a besis for barring him
from further Federsl employment.

{a) Orel notice constitutes s valid resignation but every effort
will Ye mede to obtain written confirmetion vhenever possible.

{v) istters of resigoation from sbsent employees should be sddressed
%o the Director of Persomnel. However, when such letters are
received by other Agency officisls, they will be forwarded
tsmediately to the Office of Personnel for action.

{c) When an ewlo}eo wvho is sbsent on maternity, educational, or

kmows eddress regquesting that he notify the Director of Per-
sounel whether he intends to return or resign. The letter will
yeguest reply within a specified ressonsble period (not less
then 5 ealendar days) end will inform the employee that, if he
does not return, the Agency will be compelled to comsider him
a8 hgving resigned. An employee eligible for veteran preference
will also De advised thet the letter constitutes 30 days® sd-
vanos notice of proposed action in compliance with the pro-
visions of Bection 14 of the Veterans' Preference Act, as

pesition and ?111 be trested accordingly.

(4) The effective date of a resignation will be the close of business on

the last day the employse is present for duty except in the following
eirsumstances: ‘

{a) When an employee resigns Quring, or st the expiration of an
spproved leave period, the date of separstion will be fixed as
the chﬁ: date of the pay period during which his resigmation
is rece by the Offlce of Personnel and any intervening
period will be covered by leave with or without pay.

~ {o) When an employee resigns under circwmstances where it is proper

%o grent any scerued sick leave, including resignation for
maternity reascns, the date of resigmation mey be extended to
persit granting urised sick leave. The employee must apply for
sach leave and his reguest must be supporied by s doctor's
sertificate. Such cases require the spproval of the Director
of Persomnel or his designee.
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b. BEPARATION T0 ACCEPT OTHER FEDERAL EMPLOYMENT

{1) The action to be teken to allow
appointaent of an employee anothe
Poderal agency without a break in service of one vorkdsy isqseparntieu, "
t{mhu t.g wlnyeg elects to resign or is eligible for "Separation

{2) The effective date of separation will be de
: termined 1
between e Office of Persopnel and the other Wybﬁmuogvery
mmﬁumumauu agreeable to the emplaoyee's

8 OF IEGAL INCONPETENCE

(1) an employee who nq been declared mentally incoape ourt
Q e tent b

sompetent jurisdiction will be separated by the action ':c;u;ationer

{loga) tence)." This action s to be distinguished from

deteraioation that the’ Mpharen oo areiiore?, o 43 aduintstrative

. 3 men

the duties of his position. 1o of .ng

{2) kmmuubéwrwumm
; tence until
tive bce 1s received which supports thum:ctim. mmmmﬁ?

Ce

(3) The effective date Br the separation will be the
; date of
the Ageucy of mtir;le:tioa of court action as extended wr:a??&
sigk lagve to the employee's credit. The Office of Personnel will
mm_mmmthnunyth;ehmmmm
mmuwtmmmmmmemrmworm
eourt action declaring him incompetent.

d. DIMBABILITY RETIREMENT

(1) An employse who is eligible for "Retirement {

Digability)” will be
mwwm-wmmnmuatmmmugnwmu.a.
_‘g:t%l Sexvige Commission. Application for disebility retirement may
¢ submitied by the employes, his guardian or other interested party

if he is mentelly incompetent), or by the Agency. The Office of

Pergonnel will furnish sdvice and sssistance as 0 eligibility re-

Quiremsnts and necessary steps in processing the appltcation.

&
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{2) An employee who is physically or mentelly disquelified for further
profductive effort will be continued on the roll on sick leave, or
3lzave without pay if necassary, pending spproval of his application
for disability retirement. In the event he 13 not eligidble for
retirement, he be separated by the action "Separstion {Dise-
wility)” aeacrihed in paragraph Se below.

«. OPTIONAL RETIREMENT |

Employees mesting certain ege and length of service reguirements may elect
to retire even though they are not eligible for mandatory age retirement
(pavagraph f belov). The Office of Persoansl will furnish advice and
assistance as to eligtbility requirements and necessary steps in process-
ing the spplication.

f. AGE RETIRENENT

|
¥hen an employee has resched age 70 and has completed 15 or more years of
eveditable pervice, the Agency hes no option but to separste him by the
aetion "Retirement {Age).” The Office of Persommel will ensure that the
m has sufficient sdvence notice of retirement (not less then 60
days) and will eseist him in planning for retirement. The ection

becomes effective at the end of the calendar month during vhich the em-

2 ployee has met both age and length of service requirements. This date

Vo =y bs extanded if nacegsary to provide the minimumm 60 days' sdvance notice
required in these aetions.

"am

{1) When an employse Adles, the Office of Persomnel will be immed:ately
slrised spd will notify, by the most expeditious memns availsble,
the smergency sddressee designated by the employee, provided that
mhﬂmmiamtdrmsmotﬂwdatk. .

{2} The Office of Personrel will provide all possible assistance to the
deceased employee's next of kin, or the emergsncy addressee, in pre-
paring claim for final selary and lLump-sum legve payments and in
filing 2 claim for any survivorship benefits for 't:d.é.h he may be |
eligible under the Civil Service Retirement Act. He vwill also be
sliviscd that he should sulmit a claim for any social security P
benefits which mey be due. i

{3} Woen death occurs in the performance of duty, the Offiee of Per- |
sommel will take action to preserve all the employee's rwataunner
the Federal Bmployvees' Compensation Act.

5 | R
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{4} An employec will not be separated by the Agency while he is in the
status of a missing person as referred to in Agency regulsations. In
uwsusual cases, when proof of death cannot be obtalned, the employee
may be removed from the rolls by the sction "Desth {Presumed).”

5. ACTIONS BASED ON CORDXCT OR QUALIPICATIONS
s. PFRINCIPLES GOVERNING ACTIONS

{1) Removal is required by statuie for certain offemses, including among
others, political, subversive, fraudulent, or criminsl activities.
Discretionary authority to separate an employee may be exercised when
swch action will pramote the efficiency of the service.

{2} Peterminetion to separate sn employee will be based on comsiderstion
of ths following factorst

{a} The awlme‘: service history and his explanation {intent,
mitigating circumstances, ete.) and the frequency of the
OPNITTINCS r?r which separation is proposed.

(b) Previous .m&rvuory attempts to rectify the difficulty.

{e) Whether the tihatim i remediable by admonition or reprisand
o other leu drastic action.

(3} action will pot be taken in reprisal for petition or testimony to
Govermment uﬁtharitiu.

{s) To the extent mthorized by exiating legisletion and governing
regulatione, employees vill de paid retromctively for periods of
enforeed absence upon restorstion and determinetion thet their
seperation wes unjustified or unwarranted. (This does not apply to
restoretions sffected to correct purely procedural errors.) Adverse
action must, therefore, be well gupported factually and the utmost
eare sxercised in selecting appropriate sction on the grounds pro-
vided,

{5} The effective dste of action will not be established pricr to the
expiratiop of the edvance uotice preseribed in paragrsph & of this
regelation or, if spplicable, tc the date the ewloyee has recelved
sotice of the ﬁ'mm decigtion,

. PFAIDRE 70 QUALIFY DURING TRIAL PERIOD

The trial peried should be fully utilized as a final weeding-out period
to determine the capacity of s nmev employee. Superviscrs should pay

particular attention to the employee's performance, progress, and growth
potential during Bhis pericd and report these items in detail on the

6
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disadill mtirulu;tﬂube separated by the sction "Beparation
(mngy)." In no case will an employee be requested or sdvised
to resign in lieu of this setion.

(2) When it sppears that an employee 1 physieally or mentslly incepeble

‘ ted Yy the Office of Personmel im preparing
W mu: ;mmm wm stating the facts and circumstances.
»mmmﬂﬂupmmmﬁwmw,wt

for interviev snd examinetion. A written statemen
his supaxrvisor,
tensd mmmmm&mmmw
mg.:wremtimofmqmﬁnumw o
Medical Staff and forwarded to the Office of Persomnel. Based upon the
and recommendation of the Wedicsl Staff, the Director of
Forsomnesl or Ms designee will determine fimel sction to be taken.

{3} nmqmanxsmmimwu to present himself

vice of the Chief, Nedical Staff, and the appropriate supervisor.

. eredit prior
L) Buployees will be permitted to use sick leave to their
® t0 separsticn for disabllity.

£. ARANDOCIMENT OF POSITICN

, timamummwmmwmmmr-
@ wmm“' from @uty. If 1t has been impossible to contact the
wm,immuhmznum;mw
mmmmmzyemm,qumumm
wmmwmmmsmmawm

-~ the letter, action will be taken to separate him for

Wﬁtﬁmﬁ& If the employee is eligible for vetersn
ence, the letter will state that he is being given 30 deys

slbvance nammmmmmeﬂmmmmof

the Yeterans' Preference Act, as smended.

‘ loyee returns to duty or sivises of his imtention to
(o) m,z-mmmuwawmpmp
tHem. m;ﬂumumwsﬁmhmw

sstisfastory explanation for the sdsence, appropriste disciplinary
sttion, including removel, mey be taken.
; ‘lmemhtonwmwwtywtowﬁemonm
@ &mm‘,aﬁmﬁuumwmuhnnmar
the procedures for “Resmoval.” (See parsgraph 4 above.)

8
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{(2) 1f, subsequent to the processing of separation for abandomment of
position, employee notifies the Office of Personnel that he did
a0t adandon his position and that he wishes %o return to duty, be
wumwmmmmummmuw and
Gscision mde as to vhether the circumstances warrant removal action.

{3) 1f subsequent to the processing of separation for sbandomment of
position, i1t i{s shown that the employee 414 in fact resign, the
antion will be smended to show "Resignation” as the pature of action.

6. WOTICES, DECISIONS, AND APPEALS

s. NOTICE PERICDS -- RIGHT TO REPLY
Spesific requirements f#rmimmiwaﬁ.richttomplymnmin
Appendix A. 1

|
{1) Generally, employees serving in a trial period will receive st lsast
1S calendar days' notice of proposed separation.

{2) In most cases, employees who have completod their trisl periods will
receive at least 30 calendar days' notice. Tmportent exceptions are
as follows: |

|
(s) An employse who is eligible for veteran preference snd who has
sompleted a trisl ar probatiopary period in current contimuocus
mmmﬁuumm“memmnu
MFMMWhmthnmmmnm
months’ trial period In this Agency, provided his sppointment
te the Agency is in the seme line of work.

{v) In removal cases, unless the employee concerned is eligible for
mmmmmmmugmsomm'
Mmm,tmmmmmm@amﬂm
dscigion will be determined by the circumstances of the individus)
case but sufficient to allow for the reply periocd, consideration
of reply end issuance of final decision.

{e) Time re ﬁuummmmmmmm.pgum

- B amn,dw?;qlmeﬁlnb;gimwage
jce snd opp snswer as reasoval
g Mg il sriad

{1) ¥hen the reasons cr charges are of such nature that the law
. immediate removal if the charges are substentiated.

{2) When there 1s ressomable cause to believe the employee

gailty of a erime for which & sentence of imprisomment can
be imposed.

2
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b. COMPUTATION OF NOTICE PERTOD

is somplieted. $hen two calendar days sre imcluded in the same work shift,
marﬁ%indatewinmthwnertmwmﬁmctmmk
mmmwmmmmewxﬁumhm.

. FONN OF NOTICE

meafmmuwmtionunwar'beimint&!mefa

lstter. However, notice of termination action which does not include the
right to repl wmﬁmhmfmotahtmmmawm
¥o. 50, Notification M%Meml Action.

4. PREPARATION OF ROTICE

Whep separstion for m}atutwbory conduct or performance of en employee
mwwmmsmﬂmxe&umm, the notice will be prepared
oad sigoed by the supervisor, with assistance and prior comcurrence of the
Office of Personnsl. mmms,mmofmmlﬂnm
mmmm:@mammmermlormaunm.
Supervisory officlals will be requested to provide such information as may
be pecessary 18 inmdividual cases.

o. CONITNTS OF WTICE

(1) ALl notices will specify the astion proposed, the date the proposed
avtion will decome effestive, and the reasons for the action, stated
speeifically and in detall. If sppropriate to the sction, the notice
uumwm;mmmm-mmmuwmﬁmmmm
astions which have been taken to correct the situation.

{2) A1l notices will specify whether the employee will remiin in a work
mulmmrhﬁnmmmmmmmiumwm
motice period. {See parmgraph g below.) _

{3) A stetement on the employee's r to reply will be included when it
is spplicable. (Bee Appendix A.) This statement will include the
fellowing information:

{a) mtmqmwamwm,wmhmmumng,
ﬂmmh;fﬂdﬂitsuﬁwt&emmwtofhmmr.

10
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{v) That the employee must make sny reply withip the time specified
in the notice. (See parsgraph h below.)

{e) mzmmlmemmlwbﬂagawithnmwtom

(4) Thet the employee may appear before sn alvigery comxittee to

(o) Mmﬁn‘l@ehionmmmorﬁnbemmulm
1g reply has been considered or, 1f he ehooses not to
reply, mxlwmwifmmmmmm.
\

(£) That the employee vill be notified of the final dscision as soon
ss practicable| {normally withia 10 calendar days) and gnor to
the effective date of actiom. {8ce paragraph § belov.

: 1
f. DELIVERY OF BOTICE *

|
(1) If the employee is avallable, the notice will be delivered to him
M'\ryamﬂmﬁtﬁawmme of Personnel or by his
,uwmuu,mmnnmm@mmmu@am-

(2) hen the employee 1s not avallsble for personal delivery, the notice
w11l be gest to him by the Office of Personcel to his last known
sdfress by registersd mail, retwrn receipt "signed by sddressec only”

. ﬁemﬁmmiptwmmmwmgthemtoﬁim
potation of nondelivery will be filed in the employee's official per-
scanel folder ss evidence of complisnce with regulations.

g PFOIUB OF RPLOYEE DURTNG NOTICE PERICD

(1} The employee will mormally be retainsd in his position in a work status
éuring the notice pericd. Upon recommendation of the officlal con-
%ﬁ s m&mw or an Opersting Official¥, exception may be

sed by Director of Personnel or his dagigpee when retention

of the employee may be sonsidered to result in damsge to Govermment
property, be detrimental o the {nterests of the Jovermment, or be
injuricus to the employee, his fellow workers,or the geperal public.

#0perating Officials include: Chiefs of Senior Staffs aod Ares Divisions under
Jurisdiction of the Deputy Director (Plans); Assistant Directors under juris-
diction of the hﬁgemm (Intelligence); and Chiefs of Staffs, the
Comptroller, and Directors under jurisdfetion of the Deputy Director {Support).

B 8
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| ;
{2} Wnen one of the above conditions exist, the employee may be reassigned
to & position where the condition would not exist. Otherwise, he may
e plaged omy

(s) Ammusl leave, vith or without his consent, provided he has
sufficlent leave to his credit to cover the required period.

(b) Leeve without pay, vith his consent.
|
{c) Biek leave, iz]'x appropriate cases.

(3) If none of the above actions is possible to correct the condition,
the employec may be suspended. Charges mist he preferred and the
employee glven su opportunity to amswer and sutmii affidevits taereto.
The time o be allowed for suswer mey be not less than 24 hours in
amergeaey cases. An emplayee eligivle for veteran preference may not
be suspended far more than 30 days under this emergency procedure.

h. TIE LDOT FOR REPLY T0 BOTICE

{1} The employee will e allowed s reagoneble time in which to prepere
hig apgwer and obtein affidevites end evidence. The length of time
allowed will depend upon the facts and circumstsnces of individual
mh&thnmﬂu less than 7 calendar days.

{2) The employec’s reguest for an extemsion of time within vhich to reply
may be granted at Fbe &igcretion of the mmm of Persoonel.

1, CONBIDERATION OF REPLY YO NOTICE BY AN ADVISORY COMMITTEE

(1) eonsideration of amy reply, written or orel, received from
an oyse will be given by an advisory commitiee inted by the
Director of Porsonnel if sugh & commitiee is requested by the employee.

{s) The sivisory committee will be composed of tiree responsible and
pa officials of the Agency who are not members of the
oe or :mle organizetional elemeut to which the em-
ployee is igned. The Director of Persoumel or his designated
reprepentative will serve as monvoting chairmen of the committee.

{b) The elviscry comittee may seecure the technicel edvice snd
gaidance of sppropriste specialists.
{¢) The employes mey request the sppeerance before the sdvisory

sammittee of other Ageney employess in possession of pertinent
faets. TIndividuals whe are not wenmbers of the Agency wlll not

12
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be permitted to perticipste in the edvisory committee's

activities. If a transcript of the hearing is made, the
mnbegemmwmmmmtmmmm

am;capytnrrhiapmnﬂm.

{2} After considering the {ndividual's reply, the sdvisory commitias

vill recommend rimy action to the Director of Personnel.

{3} If e written reply is received from an employee whose notice did _}
not include s statement on right to reply, full consideration will v
be given the reply.  The Director of Personnel msy in his discretion

appoint sn advisory committee for this purpose.

j. ROTIOE OF DECISTON

(1) & motice of final decision, whether favorsble or unfsvoradble, will
be sent the employee ot the earliest practicable date. fhis notice
mst be sent even though the advance potice was returned undelivered

or the employee made no reply. ohe instructions in peragreph f above

(2) nxtnaammm§mtmw4mﬁmumwm taken, the
mﬁllmmmmmnmmmafmmmmm-
for.

(3) Tue notice mist contain informstion on tae folloving:
|

(a) Nature of action decided upon snd the date on vhich 1t will
vecome effsctive. (The effective dste will be recomputed if
for spy resscn the employee hes mot had the required minimum
period of notice.)

{b) Reference to the procedursl suthority if the action is taken
ander Part 22 (procedures established pursuant to Yetersns'
Prefersnce Aet) of the Civil Service Regulatiocns.

(¢) Refevence to the sgvance notice, including date of delivery or
eireumstances of nondelivery, and & prief statement of the
reasons given in the advance notice.

{4) Reference o any replies made Dy the employee, ineluding dates,
or to his failure %o reply, ani atatement concarning consldere-
tion given the reply.

{e} Information o%n eppes) rights. (Bee parsgraph k balow)

{£) Neme, title, and location of individual in the Office of Personnel
45 vhom the employee may direct cuestions or requests for assist-
apee. ‘
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K.

APPEALS
{1) PFor employces generclly, seperation may be appealed on the record

only to the Director of Central Intelligence within 30 days after
the effective deteé of the seporation. For employees not elipible
for veteran preference, the decision of the Director of Central

Intelligence will be final.

|
{2) An employec who 13 eligible for vetersn preference and who hes com-

pleted a trial or probationary period may sppeal to the U, 8. Civil
Service Commission under secilon 14 of the Yeterans' Preference Act,

25X1A

a8 amanded, not later than 10 days after the effective date of separa-

tion.

{a) If the emplc;ifee's appeal ie considered by the Commiegion, action

o0 any appeal under paragraph k{1) sbove vill cease and no future

appeal of the separation may be mede under this provision.

\
{b} "The Office of Personnel will assist the employee by furnishing
him, upon specific request, information recorded in the Office
of Personpel which is not othervise resdily available to him.

{c) The Director of Peraomnel or his designee will represent the
Apeney in copnection with the eppeal to the U. 8. Civil Service
Commission. He will be given necessary edvice and assistance
by sppropriate Agency officials in developing the Agency’s
cape andl participating in the hearings, if any.

{4) In each cese in which there is an appeal to the U, 8, Civil
Service Commission, the Office of Personnel will notify the
Offige of Security. The notification will be given in suf-
ficient time to allow the Office of fecurity to take any
necessary action to safeguard the security intereats of the

|

Agency.

f : |
a. INITIATION OF SEPARATION ACTION

{1) Request for Personnel Action, Standard Form 52, will be prepared by

the sppropriate cperating office to initiete resignation or separa-
tion {to sccept other FPederal employment) actions. Such requests
will be transmitied to the Office of Personnel through established
ehannels andl, vhen sppropriate advance notice is given by the em~
ployee, schefuled to errive at least two weeks prior to the re-
quested effective date. One copy of the SP-52 will be forwarded
airectlyy to the appropriste peyroll dbranch of the Office of the

1k
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\
Comptroller and two copies will be forwarded directly to the Office
of Seeurity by the requesting office at the time of prepsraticn.
The reguesting office is responsible for notifying the Office of
Persommel of any q.ﬁnmt change in the requested effective date.
The Office of Perscunel will then notify the sppropriate payroll
branch of any change io the effective date.

‘ .

{(2) Waen en employee gasigns for security or other thsn normal reasoms,

e separats "Eyes Only” memorandunm giving all pertinent information
regarding the reagsons for separation will be forwarded to the Director
of Personmel in accordance with paragraph ha{l) sbove.

(3) Mverse sctions initimted by supervisory officisls will be initiated
in the form of memoranda recommending scparation action.

(s) Standard Form 52, Request for Persounel Action, will be requested
from the operating office concerned or initiated by the Office of
Perscapel vhen required in other cases.

|

EPPECTING SEPARATION x:;mm

Separstion sctions are consummated by the preparstiocn of Standard Form 50,
Sotificetion of Personnel Action. The ection is not officially recogniszed
uatil this instrument is executed and suthenticated by am official to
whon sppointing suthority has been delegated and, in certain cases
specified in this rep.}nticn, delivered Lo the employee.

{1} Cuooe a separation becomes an accomplished fact, it cammot be re-
seinded by siministrative scticn. The action does nmot, however,
become effective until the individual receives proper notice if

. Proposed separation may be cancelled at amy time prior

%0 the effective date of the action.

|
(2) When subsequent raview shovs that separation was unjustified or
unwarranted, the employes may be returned to duty by restorstion
or new sppointment sstion. Consistent with appliceble legislation,

retroactive selsry payments may be authorized.
|
{3) These provisions jdo not prohibit smending the form of a given notice
%0 conform to established facts. For example, “Beparation (Abendon-

meat of Position)” should be changed to "Resignation™ if 1t is later
found that the employee did in fact resign.

15
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4.

8.

t

PADINT FOR LEAVE ARD FINAL SALARY

Exoept as provided below, final salary payment and payment for all ac-
cusulated gnd accrued annusl leave to the employee's credit at the time
of his separation from the Government gervice will be made promptly.
Payments will not be made in the following instances:

{1) When the employee is separsted to allow employment without a break
in service of one workday in enother Govermment agency.

{2) Waen the employee concerned strikes, or asserts the right to strike
against the Goverament. ,

REFUND OF RETIRENENT DEDUCTIORS

An exployee vho 1s a.‘bm}.slu‘bely separated from the Govermment service or is
transferred to a position not within the purview of the Civil Service Re-
tirvement Act is entit to a refund of retirement deductions if he hes
lags than 20 years of creditadble service. The Office of Personnel will
sdvise the employee, or his bensficiaries or guardisn as sppropriate, of
any rights to refund or anmuity which he may have.

&MmeWtémthtthemlmemmmmntprop‘
erty wvhich may have been issued to him, such as books, brief cases, or
typewriters. This is sccomplished by the use of CIA Yorm Bo. 34-30,

Pizal Paysent Clearance Sheet. Prompt settlement of any indebtedness to
the Govermment will be }rawirec before final salary payment is released.

SRCURITY DETRIEFING
ﬂammeﬁnberéfmmmmce of Becurity to return his

dadge and sny credentials vhich have been issued to him, snd for appro-
priate debriefing.

L. K. WEITE
Deputy Director
{Bupport)

DISTRIBUTION: AB
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APPENDIX "A"

Reference Type of Action Puring Trial Period After Triml Period

-~ Furagreph 4 Actions Based on Employse's
Raguest or loss of Bligibility

st Resignation HO AINAKCE NOTICE BY AGERCY

Bx To sccapt other Ped. employment

ot Incompetemne AND B0 RIGHT T0O REPLY
4: Disability retirement Mtion not applicable

e Optional retirement Action not spplicable

4 g‘ retirvement Action not appliomdle

4 th

Paragreph 5: Actions Based on Conduct or
Gualifications:
~br Paiboe to qualify during 15 calander days' notice; no right  _Action not appliceble
twrial to

period reply
¢t Separsution for unsatisfactory Action not spplicable 30 calendar dayn' motice;
perfowance right to reply.
d: Rewmoval Bufficlent aotice to allow for prepa~ Veteran: 30 calendsr deys'

tion end eonsideration of reply notica; right to reply.
Foneveteran: sufficient notice
to allow for preparation and
conatideration of reply.
e: Beparstion for dlsedility 15 calendar days’ notices right to m%dm'm;m

: Awadomsat of position Use removel procedre Use removal procedure
17
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